
SO21 - Maintain Work Directory 
 
 

New functionality allows users to specify a working directory that will automatically 
default when you are downloading documents from SAP.  Enter transaction SO21 to utilize 
this functionality.  Specify the name of the directory you wish to download your documents to 
in the Maintain Work Directory box.  Click the green arrow button to activate the specified 
directory as the default working directory.  Click the green arrow button once again to remove 
the pop up box from your screen and to return to your SAP Easy Access menu. 
 

 
 
 
To download a report to the default working directory, select Export to Local file or HTML 
download.  If Local file is chosen, selecting any of the available formats: unconverted, 
Spreadsheet, Rich text format, or HTML format, will present the default directory.     
 



 
 
 
The Transfer DAT to a Local File box will pop up with the specified work directory defaulted. 
Simply enter the name and extension of the document. You can find the downloaded document 
by opening the specified work directory via the Windows Explorer. 
 



 
 
 
 
 
 
 
 
 


